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Beijing Career Day, May 12th, 2018

Job Description

Position:  Piaggio Foshan - Beijing Branch Specialist/Supervisor

Job Description (100 words):

«In charge of the HR & Administration daily affairs of Beijing Branch
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«Handle translation and working visa application for Expats staff
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*Review office daily expenses and travel expenses, ensuring the Company policies are
adhered to
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*Bookkeeping for office daily expenses and income
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«Compile simple monthly finance statement and taxes return
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Job location: Beijing

Type of job (full-time, part-time, internship): Full-time

Required experience: 2 - 5 years working experience in HR or Finance Department
Starting date: Beginning of June 2018

Salary (if indicated):

Candidate’s Requirements (100 words)

1. 2 YEARS OR ABOVE SOLID EXPERIENCE IN MANAGING OF FOREIGN INVESTED
BRANCH/OFFICE
(SMALL OR MEDIUM);
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2. FLUENT IN ENGLISH (BOTH WRITING AND SPOKEN) AND GOOD COMMUNICATION SKILLS
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3. GRADUATED FROM BACHELOR OR ABOVE, PROFICIENT IN MS OFFICE
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Company Information

Company Name: Foshan Piaggio Vehicles Technology R&D Co. Ltd

Company Description (100 words):
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